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SELECTION FROM CIVIL SERVICE ELIGIBLE LISTS
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WHAT IS THE CITY POLICY ON THE SE LECTION
FROM CIVIL SERVICE ELIGIBLE LISTS ?

The City's policy as adopted by the Civil Sen
Commission (“Commission”jequires that the selecti
of eligibles from civil service eligible lis must be bast
on merit and fitness without regard to race, religisex
national origin, ethnicity, age, disability, gendaentity,
political affiliation, sexual orientation, ancestmyarital
or domestic partnership status, parental statulr,
medical condition, or other nanerit factors o
otherwise  prohibited nepotism or favoritis
Appointments are made with due consideratior
providing equal employment opportunity.

DEPARTMENT HEAD 'S
MAKING A SELECTION

WHAT IS THE
RESPONSIBILITY WHEN
FROM AN ELIGIBLE LIST ?

The Department Head is responsible for selectirg
best qualified eligible utilizing uniform
discriminatory merit based selection procedures.

The Department of Human Resources (“DHREfers
the list of eligibles to a depanent upon receipt of ¢
approved requisitionand simultaneously notifies t
eligibles that their names have been referred &
department for consideratiofthis is referred to as
“Notice of Certification”) The Notice of Certificatio
is informational onlyand shall not require a respo
from the eligibles. Although the Notice of Certificatic
is informational, the date of this notice contindeshe
the date that establishes seniority and statusstigh

Upon receiving the list of eligiblespappointing office
may (but is not required to) conduet “Notice of
Inquiry” to eligibles. A “Notice of Inquiry” is
essentially a survey by the departmfemtthe purpose ¢
assessing eligibleshterest in a specific position in t
department, and/or to obtain additional informatam
submissions from the eligibless part of the selectit
process. Eligibles are generalgquired to respond tc
Notice of Inquiry within five (5) business daymles:
otherwise provided. Eligiblesre no longer place
under waiver on the eligible list for failing tosgondto
a Notice of Inquiry or declining to participate the
selection process. Howeveatgpartments may requ
supplemental certification from the next highesirs¢s)
if all eligibles at a score waive the opportunity t
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participate in the selection proceor fail to respnd to
a Notice of Inquirywithin the response period tir
limit.

The department head/designee may determine
appropriate method to screen eligibles who |
expressed interest. This screening process mu
non-discriminatory and merit system conapli anc
could include, but is not limited tagsumes, updat:
applications, writing exercises, work samples, IS
checklists, and performance reviews.

The Commission and DHRighly recommend that tl

depatment head/designee interview the remai

candidates in order to select the besalified

individual. The interview panel should be dives®

must ask jolrelated questions. The departmen

required to maintain documentation of all screeraing

selection criteria and may be subject to audit HRD
and/or the Commission.

The department musbptify all unsuccessful eligibles
whom a Notice of Certification and/or Notice of Lriy
was sent that thalepartment has chosen to se
another candidate for the positiorithin five busines
days of making an appointment.

ARE PROVISIONAL EMPLOYEES GUARANTEED
PERMANENT CIVIL SERVICE APPOINTMENT ?

NO. The Civil Service Commission Rules that regtL
the merit system specifically state thptovisiona
employees shall not acquire the right or preferenc
permanent civil service appointment (Rule 14). s
means that provisional employees must succes
compete in a civil service examination procassl be
reachable on an eligible list to be considered
permanent civil service appointment (Rule 14).
provisional employee who was hired pursuant toll
recruitment and selection process may be select
permanent appointment without the depeni
interviewing that individual or any other candidat
the provisional employee: a) successfully compl
the examination process; b) is on the eligible G3tis
reachable on the eligible list; and d) is perforg
competently and effectivelynithe department. Tl
department head/designee may also decide thatex
reachable eligible is the best qualified for thé,jn
which case, the provisional employee would
displaced.

Questions:

Department of Human Resources:
General 557-4800
Equal Employment Opportunityp57-4900

Civil Service Commission: 252-3247

The information provided in this Adviser is for information purposes only and does not constitute or intend to provide legal advice.



